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26007 1261

Executive Officer/00/Contaet Division
CIA Records Adwinistretion Officer

Records Disposition Schedule

1. Your revised vecords control schedule has been approved
and is returned for application. Two coples are attached; ope
may be retained by the Area Records Officer and the other should
e dispersed among the staffs and branches, We are also forwerding
a copy to the Records Center. '

- . 2. ‘The schedule covers a total of 1503 cubic feet of records
: - of waich 97% are evalvated as temporary. I would like, however,
$o call attention to ttew 36 for which no definite retention fer:tod
is shown. As this item comstitutes the bulk of your records (42%),
consideration should be given to estadblishing a definite retention
period as soon as practicable,

3. I am deeply concermad with the growing volume of records,
both in headquarters offices and in the Records Cemter, for which
no definite retention periods bave been established. I feel that
all Area Records Officers should endeavor to eliminate these in~

- definite instructions from their schedules, wherever possible.

k. Ve are grateful for the aid given by in 25)
the preparation of this schedule. 1If further assistance is deslred,
please call me,

25X

 Enclogure

Prars
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RECORLS DTSPOSIPYON AUTHOSITY

. - : : Records Comtrol Schedule 25.041-61 for the
Office of Operations, Contact Division-Heud-
quarters {s approved and suthority hereby
given to implement the disposition instructions
contained therein.

25

Preparation and Review: ) Arproved:

e coF Pk S
¥ B ! 5_) * -
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{TEM NO.

FILES IDENTIFICATION ar

VOLUME

DISPOSITION INSTRUCT |ONS

Approved For Release 2005/1 1121)w

P78-004
1.0

REFERENCE MATERIAL

Consists of processed publications of the
Division Manual, CIA Regulations and Notices and
extra copies of monthly reports and memoranda.
Maintained for iumediate reference purposes.
(Current)

LIBRARY REFERENCE FILE

Consists of books, directories, dictionaries,
Who's Who and technical books obtained through
the Library on an indefinite loan basis.

COMMUNICATIONS CONTROL FILES

These are records used to maintain control
on the movement of T. S. classified material
in accordance with Agency Security regulations.

a. T. 8, logs

(1958 to date)

T. S. Destruction logs.

T. S. CouriervReciepts

Document Receipts.
receipts. (Form 38-16)

S

- Approved For Release 2005/11/21 : CIA-R

Signed copies of documents

.1

.1

CGRET

87A000400040002-4

Tndividual documents to have same disposition
as the files to which they relate.

Temporary. Destroy when obsolete or no
longer needed for reference purposes.

P

o

Temporary. Return to CIA.iibrary when no
longer needed for reference purposes.

Temporary. Disposal not authorized. Trans-
fer to Records Center when no longer needed
in current files area.

Temporary. Disposal not authorized. Trans-
fer to the Records Center when no longer
needed in current files area.

Temporary. Destroy after one year.

Tewporary. Destroy after two years.
fer to Records Center annually.

Trans-

P78-0048

A000400040002-4
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SCHEDULE NO. ﬁ_
REGOBRS, S KR (R RGIHEDBDO5/11/21 : CIA-RDP78-004 7A000408546682
OFFICE. DIVISION, BRANCH o Vil S IGNATUR
OFFICE OF OP-ERATION/Contacf Division-Headquarters TiTLE
o : e
No! (TITLE, DESCRIPTION. aRIR?{pEI,;H;VIT(‘:,AEL'DNINCLUSIVE DATES) . (c\{;glng;r. ) DISPOSITION INSTRUCTIONS
1 OFFICE OF THE CHIEF SUBJECT FILES
a. BSubstantive and documentary type material. h.2 | Permanent. Disposal not authorized. Cut
(1953-to date) Ooff at the end of each year; transfer after
) C one year to a holding file. .

b. Copies of reports, studies and projects 3.5 | Temporary. Hold 2 years and review. Trans-
which are current interest or personally fer and incorporate in a above when no longer
handled by the Chief and his imwediate needed (except that duplicate and reference
Staff., material will be destroyed). =

(1958 to date)

¢. A chronology of daiiy activities of the .3 Permanent. Cut off at the end of each
Chief and Deputy Chief of the Division calendar year, retain in current files area
which constitutes the daily diary. for one year and transfer to the Records

(1959 to date) Center.

d. Extra copies of teletypes, chronos, and .6 Temporary. Destroy when one year old.
administrative type material which is
retained for immediate reference. Official
file copies are maintained elsewhere in the
Division or in other offices of the Agency. ]

FORM NO. Approved For Release 200 CIAFRDE 7 6*00487A00040004000

1 JAN 56

USE PREVIOUS
‘39 EDITIONS.




DISPOSITION INSTRUCT !ONS

ITEM NO. FILES IDENTI(FICATION VOLUME
Approved For Release 2005/11/21 : CIA-RDP78-00437A000400040002-4
5 PROJECTS OFFICER'S WORKING FILES SEEﬁJfT

Destroyed. File eliminated.

6 NSCID-SUBCOMMITTEE FILES

These are records of the NSCID-T7 Sub-Committeq. AL | Permanent. Disposed not authorized. Retain
They consist of agreement, coordination between in current files area indefinitely; transfer
and on Inter-Agency matters, background material to the Records Center when no longer needed
for the Division and Agency regulations per- for current reference. o
taining to committee matters. File is also
’ waintained for the chairman of the Committee.

Filed by Agency and regulation.
(1953 to date)

7 REGULATORY ISSUANCES

Consists of the historical background data .5 | Temporary. Screen annually and destroy
on regulations for the Division and Office or obsolete or superseded regulations.
wmaterial accumulated in coordinating Agency -
regulations. Files also contain complete history
on progress of the Division and some special
projects. Filed by Regulation number or Subject
title. :

’ 8 REFERENCE PUBLICATIONS MATERIAL

File discontinued.

File eliminated
10 LIBRARY MATERIAL

Discontinued. Material returned to Library.

SECRE]

Approved For Release 2005/11/21 : CIA-RIDP78-00487A000400040002-4
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIA-R

11

T

6.5

11.1

S

Approved For Release 2005/11/21 : CIA-

CRET

PP78-00487A000400040002-4

Permanent. Disposal not authorized. Cut
off at end of each year. Retain in current

files area 1 year and transfer to the Records
Center.

P78-004

7A000400040002-4
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SCHEDULE NO.

REAPRRSvEANTBORICHEDWODS5/11/21 : CIAZ 8-00487A0004000400024+041-61

~aJfE CONCURRENCE
OFFICE, DIVISION, BRANCH ‘ SIGNATURE
s . TITLE DATE
00/C Executive Officer
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS
12 JORKING FILIES
1
These are the working papers and referenc 2.0 Temporary., Destroy when obsolete or no-
material accumulated by the Executive Office longer needed for current reference purposes.

material is filed in the Division Subject
File (Ttem 1), Filed according to subject
catepgory.

SORET
Appraoved For Release 2005/11/21 - (‘IA; -00427A000400040002-4
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SCHEDULE NO.
READRRSVEOMTBPREICHERUITD5/11/21 : c@ 8-00487A00040002808517 61
CONCURRENCE
OFFICE, DIVISION, BRANCH I S1GNATURE
00/C Executive Officer Administrative Staff TITLE DATE
ITE T
No.M (TITLE, DEscmpTEAIIG,Eaxk%zugrc,”;v%"mcwsnz DATES) (c\zllglz-gM;T.) D1SPOSITION INSTRUCTIONS
13 ADMINISTRATIVE SUBJECT FILES
Consists of correspondence, renorts and %40 Temporary, Destroy after tuo years, Cut
form documents reflecting the administrative off file at the end of each calendar year,
fiunctions for the Division on natters per- retein in current files area for two years
taining to porsonnel, budget, finance, travel, and destroy.
communication, supply, space and related
functions. Tile also reflects administrative
suppo [Filed accordine
to subject matler,
(1958 to date)
1/ INDIVIDUAL PHGRSONNEL FITES
a., Pmployees Folders
Consists of individual personnel folders 8.0 Temporary, Destroy 6 months after separa-
maintained on all Contact Division em- : tion of emplovee, Place in inactive file
oloyees, | | for upon separation of employee. Retain in
administrative purposes., TFolders contain current files area for six months and
copies of versonnel actions, fitness repoxts, destroy.
sccurity clearances, training information
and other papers relating to the individugl,
Files are essentially duplicated in the
Official Personnel Tiles of the Agency.
Tiled alphabetically by surname.
SLGRET
Alv_\lv_\m\lnrl EorRelease-2005/41/21—ClA-RDR78-00487A000406040002-4— J
FORM NO.

1 JAN 56
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Isg EDITIONS.
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1TEM NO. FILES IDENTI(FICATION VOLUME | DiSPOSITION INSTRUCT IONS
b. ConsultAppeo¥ed FarRelease 2005/11/21 : CIA-RDPTS@E 04000400024
Individual folders maintained on consultants .5 emporary, Destroy 6 months after sevara-
and ".A.E. employees. Contains tion. Place in inactive file upon termina-
employee agreements, correspondence, tion of contract. Retain in current files
memos, and material reflecting production area for six months and destroy,
or employment matters, Maintained for
administrative and budgetary purposes,
Filed alphabetically by surname,
c, Applicants File .
Contains lists of Agency employees who 2 Temporary, Destroy after 6 months. Cut
are 1nter§S'Fe<§t in transferrj‘.ng to the off file at the end of 6 months; retain in
Contact Division together with brief current files area for 6 months and destroy.
. resume of employment history., Filed
alphabetically by surname,
(eurront)
15 EMPLOYEE RECORD CARD FILE
Consists of OF 4b "Wmpnloyee Record Card" o2 Temporary., Place in Individual Personnel
maintained on all 00/C personnel showing folder upon separation of employee. Upon
name, position, title, changes in assign- intra-agency transfer forward to gaining
ment, and other pertinent information office,
necessary for personnel administration within
the Division, Tile is maintained for con-
venience and ready reference, Filed by T/O.
16 POSITION DESCRIPTICNS FILE
Consists of copies of descriptions of all o Temporary, Destroy when position is
positions in the Divisions, Used in employ- abolished or description superseded,
ment control and as reference material,
Filed organizationally,
(current)
WMJWIA&@ELAB7AMDMOMMM-A 1

FORM NO. ‘393 USE PREVIOUS

1| JAN s6 EDITIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET o (41)




ITEM NO.| FILES IDENTIFICATION - l VOLUME DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIA-d §?8-004! 7A000400040002-4
€T
2

17 CHRONOT.OGICAL FILE, (READING) o

Consists of extra copies of correspon- . Temporary. Destroy when one year old.
dence, memos and teletypes which are retained
for reference purposes,

(1959 to date)

18 BUDGET AND ALLOTMENT FILES

' These are documents relating to the

preparation and submission of 00/C budget
estimates and in accounting for alloted
funds. Files reflect availability, commit- 4
ment, obligation and expenditure of funds.
Essential documents are substantially
duplicated in the Office of the Comptroller,
Files maintained by fiscal year,

(1958 to date)

a, Allotment Control Records, vouchers, 1.0 Temporary., Destroy after 4 years. Cut off
monthly financial status reports. file at end of each fiscal year, retain in
current files area for three years and
transfer to Records Center.

b, Division estimates, rough data and .8 Temporary. Destroy after one year. Cut off
' related background material accumulated at end of each fiscal year; retain for one

in preparation of annual budget estimates, year and destroy.

¢, Forms, travel vouchers, accountings 1.5 Temporary. Destroy after one year. Cut off

by individuals for advances, purchase at end of each fiscal year; retain for one

orders, property authorizations, and year and destroy.

other documents used as obligating doc-
uments and posted to allotment accounts
of the Division, Filed by allotment
number and fiscal year,

(1959 to date)

SECRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400040002-4
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
g 7A000400040002-4

19

Temporary. Destroy 2 years after audit,
Cut off at the end of each fiscal year;
retain in current files area for one year
and transfer to the Records Center,

EXTERNAL RES®ARCH FIIES

These are the administrative files main- Temporary, Destroy 11 years after com-
tained on external research projects under pletion of project. Retire to Records
contract, They contain copies of contracts, Center 3 years after completion of project,
correspondence, expenditures and authorizatio
relating to the projects. Essential document
are duplicated elsewhere in the Agency but
these reflect the administration of the
contract, TFiled by project and allotment
number,

(1949 to Date)

SEC T

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400040002-4
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SCHEDULE NO.
RE GRS VN FRMRSIHERIL605/11/21 :‘SE@?EF"’O 2l
CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
00/C Executive Officer, Index Branch TITLE DATE
ITEM
NO. (TITLE, DESCRIPTsl;I,\;F SARIR[;IEVgLIl;)V'T(‘:.AEIIVgNINCLUSIVE DATES) (C\lllgll_gMIET. ) DISPOSITION INSTRUCTIONS
21 BRANCH SUBJECT FILE
Consists of copies of correspondence, reports 2.0| Temporary. Destroy after three years. C{ﬂ;
various form records and machine listings which off files at the end of each year; retain”
. are accumulated for internal operation and in current files area two years (except
general administration of the branch. Files that duplicate and reference material will
include material relating to production reports, be destroyed at the end of each year.
security, machine room procedures, records
management, budget and fiscal watters, leave,
training, and related surveys and studies.
Essential material is waintained in Division
Subject File. Filed by subject.
(1958 to date)
22 ACTIVITY REPORTS
These are production, work load and status
reports used in analyzing the work performance
and operations of the Division. Files consist
of machine runs, prepared from IBM cards, and
‘ monthly cowputations. Filed chronologically by
type of report.
(1955 to date)
a. Weekly reports - discontinued
b. Monthly reports. .5| Temporary. Destroy after 5 years. Cut off
at end of each year, retain in current files
area for two years and transfer to the
Records Center.
Approved For Release 2005/11/21 : CIA%II;S-OO 87A000400040002-4
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ITEM NO. FILES IDENTIFICATION VOLUME _ DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400040002-4

25 REFERENCE PUBLICATIONS SE@;
1 1. AT
b. Copies of OCI Daily and Weekly .2 | Temporary. Destroy after 1 month. Maintain
Publications which had been routed throughout one month level; destroy previous wonths
the Division for information and returned for supply. o
disposition and reference purposes. ol

2.5 | Temporary. Destroy after one year. Cut
off files at end of each year; retain in
current files area for one year and destroy.

b. Extra copies of all memoranda relating 1.5 | Tewporary. Destroy after 3 years. Cut off
‘ to security clearances which are retained as file at the end of e year; retain in
a convenient reference, Filed chronologically. )

(1953 to date)

c. Copies of teletypes. o - i E T
Discontinued. -

d. Machine listings of clearances received .8 | Temporary. Destroy when new listing is
and requested from Security. Maintained for received.

Apnraved Eaor Balease 2005/44424 - ClA.RDP78.00487A.000400040002-4
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ITEM NO.|

FILES IDENTIFICATION

| voLume

DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIWE}-OM

d. Machine listings of clearances received
and requested from Security. Maintained for
follow up purposes.

.8

CONTACT CLEARANCES

Consists of Form 123 or similar form re-
flecting contact clearances for various govern-
ment employees. Clearances should be renewed

annually.
(1953-61)

b

received.

\Temporary.

Teuporary.

Temporary.

87A000400040002-4

Temporary. Destroy when new listing is

Destroy when no longer needed.

Destroy after 3 years. Screen
file annually for security clearances more
than 3 years old.

Screen annually. Destroy when

clearance not renewed or becomes obsoléte.
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L O£ £ i
g‘-_gﬂii SCHEDULE NO.
REAPRPSvEANTBARSIEHEOWODS5/11/21 : CIA-RDP78-004B7A000400040560~61

CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
00/C Index Branch Analysis Section TITLE oATE
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) ] DISPOSITION INSTRUCTIONS

29 | ANATYSIS SUBJECT FILE,

Consists of correspondence, memoranda and ol Temporary. Destroy when one year old.  Cut

form documents that are necessary for internall | off at the end of each year; destroy wne
. . operation and administration of operating year later.

personnel, Files are duplicated in Division
Subject File (Ttem 1)s Filed by subjecta

2.0 Temporary. Destroy when superseded.

7

App:m&&nEdeaselﬂﬂE&iLzsmpm-nﬂA 87A000400040002.4
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I{TEM NO. FILES IDENTIFICATION l VOLUME DISPOSITION INSTRUCT IONS
!
Approved For Release 2005/11/21 : QSE -004P7A000400040002-4
1
1,0 Temporary. Screen annually and destroy
obsolete or material no longer needed.
2.5 Temporary. Destroy when obsolete or
superseded.
31 LIBRARY MATERTAL.
Consist of registers, directories, L0.0 Temporary. Return to CIA Library when no
atlases, Encyclopedia Britannica and other longer needed.
publications which are used for reference
and research in analyzing reports.
Apprm 0 00487 A.000400040002-4
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SCHEDULE NO.

RE@Qﬂ%MFMlRaeHSELmIOSM1IZ1SEW?P78-00 7A00040004009?.6h1-c%ﬁcuRRENCE

OFFICE. DIVISION, BRANCH SIGNATURE

Index Branch, Coding Section

FILES IDENTIFICATION VOLUME , ON INSTRUCT 1ONS
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION

CODING ADMINISTRATIVE FILES. .

Consists of memoranda, reports or other Temporary. Destroy when one year old or
records that are necessary for internal when material no longer needed.
operation and housekeeping activities of
the “section, such as, leave records,
personnel, training, and other admin-
istrative matters., Filed by subject.

(Current)

INDIVIDUAL AND ORGANIZATION CODING SHEETS,

Temporary, Destroy when inactive for S
years. Remove from active files when
source or contact becomes inactive; hold
for 5 years and destroy,

Used to facilitate the preparation of
machine record cards. Of primary concern
is the individual's name, type of organ-
ization, source number, and specific
subjects covered in the reperts and other
documents. Filed by source number,

(1947 - To Date)

INDEX FIIE.

Consists of a 3x5 card index which is set Temporary. Destroy when no longer needed
up when section is notified to cancel a for reference purposes.
number previously assigned. Cancellations
occur through mergers, duplications or
when name spellings are changed. Used for
reference purposes.
(Current)

Abro\
Ll

87A000400040002-4
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ITEM NO.|

FILES IDENTIFICATION OraRPET| VOLUME |

DISPOSITION INSTRUCTIONS

Approved For Release 2005/110%U lﬁDP78-00{87A000400040002-4

CODING WORKING FILES

Temporary. Destroy when obsolete or
superseded.,

=004,
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SCHEDULE NO.
RECARDSoGQN TR RefexEw 0051112 SRO RIRPP73-00}azan00s0 g4
: CONCURRENCE
OFFICE. DIVISION, BRANCH SIGNATURE
00/C Index Branch, Message Center TITLE DATE
ITE ES
NO+ (TITLE, DESCRIPTION, A RANGIMENT AND INCLUSIVE DATES) (c‘zlrgligM;r.) DISPOSITION INSTRUCTIONS
ks DIVISION SUBJECT FILES
These are copies of all correspondence, 2.5 Permanent. Disposal not authorized.  Cut
memoranda and other message dispatched by the of f at the end of each calendar year;:.re-
’ Division. One copy is retained and serves as tain for two years and transfer to the
a central reference file for the Division. Records Center.
‘Filed according to Agency Subject Manual.
(1958 to date)
k6 CHRONOLOGICAL READING FILE
Extra copies of correspondence received or 5.6| Temporary. Destroy after one year. Cut
dispatched by the Division. Filed chronologi- off file at the end of each year; destroy
cally and maintained for reference purposes. one year later.
(1960 to date) '
L7 COMMUNICATIONS CONTROL RECORDS
Records used to maintain control on the
?‘ receipt, routing and dispatch of classified
material.
(1960 to date)
a. (/Jouyiers Classified Mail Receipt. . 2.0| Tewporary. Destroy after one year. Sut
Mo Tdesad a0 o ﬁ‘)ﬁ,v %2% V%ﬂ-«-«»‘—— O?-f—ﬁ‘b_'bheb'}la UJ: eochr year Cysies &\,o'w.u,y one
’ year-latep 9wl s2 - meh ook
. . ' L DT M'Z- WW /by dé:&» d
b. File and Routing Slips (Form 46 or equivg- 4.0| Temporary. Destroy after 3 years. Cut
lent). Used for locating and identifying off at the end of each year; retain in
documents. Filed organizationally and : current files area one year and transfer
numerically thereunder. to the Records Center.
Approved For Release 2005/11/21 : CIA-{EGREJ04]87A000400040002-4
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400040002-4

/
e. Logs (Form 898a) used to record internﬁE HEIQ.O Temporary. Destroy after A year)f. Cut off

routing of material. DPrepared by Printing at the end of each year; retain in current
Services Division. files area one year and btremsfer—to-the
Receords—Centsr. o< . o [6+
R
1 6.0 | Tewmporary. Destroy after 3 years. Cut off

at the end of each year; retain in current
files area for one year and transfer to the
Records Center.

€. Document Receipts. Signed copies of 1.0 | Tewporary. ])_e’étroy after 2 years. Cut
‘. document receipts waintained on material off at the end of each year; retain for
transmitted outside the Division especially . yearsand hrenafer—ho—the—Reaor

to other Agencies.

. o00/c. rur~a /¥ " Ce
g oo/ RD
48 REFERENCE PUBLICATIONS FILE

These are copies of agency publications 70.0 | Temporary. Transfer to OCR Library in
vhich are maintained as central reference copies New Building then discontinue file in oo/c.
for the Division. They include a couwplete set
of the National Intelligence Survey, Gazeteers,
and OCI Handbooks.

n
S . § 0002-4
s 139a (0T ToLI 00 RECORDS CONTROL SCHEDULE - CONTINUATION SHEET _ (an
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SCHEDULE NO.
RECORPS GO FROLRS sy 2005/11/21 ; wn-om 87A0004860496024

CONCURRENCE
OFFICE. DIVISION, BRANCH S1GNATURE
TMTYPE UNIT TITLE DATE
uLEM P osscxzpriéLEs IDENTIF ICATION VOLUME DISP s ONS
- , > N, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) ISPOSITION INSTRUCTION
Lo CHRONOLOGICAL TELETYPE FILE
1 )
3.1 | Temporary. Destroy after 3 years. Cut off
‘ file at the end of 6 wonths; retain in
current files area for 6 months and transfer

to the Records Center.

50 REGISTERED DOCUMENT CONTROL FILES

1 .1| Temporary. Destroy when destruction of
material listed has been accowmplished.

.1|{ Temporary. Destroy after 1 year. Cut off
. file at end of each year; retain in current
files area 1 year and destroy.

Temporary. Destroy after 1 year. Cut off
at the end of each calendar year; retain in
current files area 1 year and destroy.

SECRFT

Approved-ForRelease 2005/11/21 : CIA-RDP73-00487A000400040002-4
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ITEM NO.| FILES IDENTIFICATION . VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 :.%BEP78-0048 7A000400040002-4

51 )

.1 | Temporary. Destroy after 6 months. Cut off
file at end of each 6 months; retain in
current files area for 6 months and destroy.

«1 | Temporary. Destroy after 2 years. Cut off
. file at end of each year; retain in current
files area for 2 years and destroy. ‘

52 MESSAGE NUMBERING LOGS

a. Form 35-43 used to record incowing messaged .1 | Tewmporary. Destroy after 6 months. Cut off
received, relay wessages, date and number of file at end of 6 months; retain for 6 months
words or groups in the message, and to assign and destroy.

control number to each message. Log is also
used 1n preparing daily load report. Filed

numerically.
(1960-61)
‘ b. Outgoing Log. Form 35-43 used to control .1 | Tewporary. Destroy after 6 months. Cut off
numbers assigned on outgoing wessages. In- file at end of 6 wonths; retain for 6 months
dicates date and message sent, to whor, and destroy.

number of words, and control number assigned
to message.

(1960-61)

53 REFERENCE MATERIAL

~
P >
X1 WI%EPOTGry. Destroy when obsolete or no
"¥lpnger needed in accordance with existing

0/C regulations.
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RECORPS RN FROLRSRHERURE05/11/21 : P78-00487A0004000480094-61
CONCURRENCE
OFFICE, DIVISION, BRANCH hd SIGNATURE
DATE
IJOEM (TITLE, DESCRIPTE(')II’;FSARIR%EV'\(‘;-'B.A;FF:)JT(‘:,AE;I?)NINCLUSXVE DATES) (C\l/JgI;gMIEI) DISPOSITION INSTRUCTIONS
57 CORRESPONDENCE SUBJECT FILES
File was screened when individual left and
destroyed or incorporated elsewhere. File now
eliminated.
58 REQUIREMENTS CARD FILES
Eliminated.
59 CONSULTANTS WORKING FILES
Eliminated.
60 REFERENCE PUBLICATIONS
Eliminated.
61 LIBRARY MATERIAL
Eliminated.
Approved For Release 2005/11/21 : CIA%8-00487A000400040002-4
FORM NO.
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|39 EDJITIONS.

(41)




Approved For Release 2005/11/21 : CIA-RDP78-00487A000400040002-4

Next 1 Page(s) In Document Exempt

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400040002-4



ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 '5IA-RDP78-004E 7A000400040002-4

b. A 3x5 card index to the case files (S, éz?[r .2 | Temporary. Destroy after one year; screen
lists the case number, source, subject annually and destroy cards when inactive
and date closed. Used for reference pur- for one year. .

poses. Filed numerically.

67 | PUBLICATIONS CONTROL RECORD

a. Consists of a 5x8 card file which | 5.4 | Temporary. Retain in current files area
serves &s an index to the publications indefinitely. Destroy when no longer
1 | ] Information needed for reference purposes.
recorded on the cards includes the title of
. publication, consumers to whow distribution
1 is made, | |

and requirement number. Cards are used for

fulfilling requirements, to avoid duplicate

collections and for reference ‘purposes.
(1952 to date)

b. Consists of a 3x5 card index listing A | Temporary. Retain indefinitely in current
all films collected for Graphics Register. files area. Destroy when no longer needed
Carded information includes the film title, for reference purposes.

case number, requirement number. Cards are
filed by title.

68 REFERENCE PUBLICATIONS

1
‘ 1.4 | Temporary. Destroy when obsolete or no
longer needed for reference purposes.

69 LIBRARY MATERIAL

These are books obtained through the library 3.0 | Temporary. Disposal not authorized. Return
on an indefinite loan basis. They include dic- to CIA Library when no longer needed.
tionaries, and technical books required by the
Staff.

Appray : 00487 A000400040002-4
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : RA-RI

:7' 5.3

REFERENCE PUBLICATIONS

Consist of copies of agency reports and
studies, machine listings, handbooks and other
material which are used as reference aids or
for general information purposes. Included are
OCI Handbooks, OCR Reference Aids, Newletters,
ORR reports, CIA Regulations, Division Manual,
various machine listings FBID publications
and others.

?5'6',9[7- '

DP78-00487A000400040002-4

Tewporary. Screen annually and destroy
those cards in which area no longer
interested.

Tewporary. Destroy when superseded or
obsolete.

Temporary. Destroy when area no longer
interested in individual.

Temporary. Destroy when obsolete or no
longer needed.

Tewporary. Destroy when one year old.

Temporary. Destroy when superseded or
obsolete.

qu&FM'Rd!MiOOGFHﬂ%HrFLDPH—M’“““"‘""“‘"“"” 4
RPPT f
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. 6?,
78 | LIBRARY MATERIAL %f/'
These are technical books, directories, 63.0 Temporary. Return to the Library when
atlases, dictionaries and other reference books no longer needed for reference purposes.

obtained through the CI& Library on a loan basis.

79 REPORT LOG

A record of all reports received or dispatched 1.0 Temporary. Destroy after 1 year. Cut =
" by each branch is maintained for internal con~ off files at the end of each calendar -
trol purposes and as an aid in locating reports. year; retain for one year and destroy. -

8o PROCESS SHEETS

Duplicate copies discontinued.

82 EVALUATION REPORTS

Conducted at random periods - discontinued.

.
R
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%y

83 TRAINING MATERIAL

Conslsts of material relating to 00/C Re- k.o
fresher course. Included are agendas, attendance
lists, reports wade to training, copies of criti-
ques, and wmaterial used for the course. Filed
by subject category.

Temporary. Destroy after 3 years. Cut
off at the end of each year; retain in
current files area for 3 years and destroy.

(1956 to Date)

.3 Temporary. When contract discontinued
send waterial pertinent to source Jjacket
to Indéx Branch for filing and rewainder
to Administrative Staff for incorporation
in appropriate files.

Ty,
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"/ ' CONCURRENCE
OFFICE, DIVISION, BRANCH "#f S1GNATURE
00/C Deputy for Support TITLE DATE
VTES
No.M (TITLE, DESCRIPT%NL,E SAR‘R%’:‘-H;)\;TQ,ALIIV%NINCLUSIVE DATES) (c‘zlrglngtfr. ) DISPOSITION INSTRUCTIONS
85 '
1.0 Permanent. Disposal not authorized. Cut '
of f file at end of each year; retain for
two years and transfer to the Racords
Center (except thot duplicate and reference
material will be screened and destroyed.)
86 REFERENCE PUBLICATIONS
Consist of copies of Contact Division 5 Temporary. Destroy when obsolete or
Mamual, CIA Regulations, Division Procedures superseded,
and others which are retained for reference
purposes.
86,1| LIBRARY REFERENCE FILE
Consist of books, Directories, dictionaries,| 5.0 Temporary. Return to CIA Library, when no
who's who, and technical books obtained thru longer needed for reference purposes.
the library on an indefinite loan basis.
Lopr,
Approved For Release 2005/11/21 : Q|A-Eknaza;o_043nnnnannnmnn7-4
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SCHEDULE NO.

1870004000402 2241-61

and teletypes to and from the Branch and main-
tained for reference purvoses, (1957)

FORM NO.
1 JAN 56

USE PREVIOUS
I39 EDITIONS.
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N 3 CONCURRENCE
OFFICE, DIVISION, BRANCH "(6% S 1GNATURE
00/C Deputy for Support, Support Branch ';~ TiTLE DATE
oo (TITLE, DESCRIPT?(;IIV-,ESAR;%%H;A;TSAEIIVgNINCLUSIVE DATES) (c\{Jg'fchMIET. ) DISPOSITION INSTRUCTIONS
87 BRANCH SUBJECT FILE .
Consists of correspondence, memos and re- o3 Temporary, Destroy after 1 year. Cut off
ports which are duplicated in the Division Sub- file at end of each year; retain for one
jects Files and maintained for internal operation year and destroy.
and administration of the Branch employees., In-
cluded are records relating to pay, leave, per-
sonnel, training and other rclated material,
Filed by subject title,
(1959 to date)
a8
1.5 Temporary, Destroy when obsolete or no
longer needed (except that specially handled
material be incorporated in Division files
when files become inactive.)
89 CHRONOLOGICAL FILE (READING)
Consists of extra copies of correspondence 1.0 Temporary., Destroy after 6 months, Main-

tain chronologically and destroy when 6
months old,

87A000400040002-4
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a7 Ii?

1 5 Temporary. Destroy when 4 years old.
Cut off files at the end of each fiscal
year; retain for one year and transfer
to the Records Center.

98 PROPERTY ACCOUNTABILITY RECORDS

Property inventory records for non expendable 1 Temporary. Destroy vhen new inventory
equipment issued and received. Information in- list is received.
cludes nomenclature, receipt, location, cost and
such other information required for property
accounting.
(1959 to date)

99 WORKING FILES

Temporary. Destroy when no longer
needed for reference purposes.

$7A000400040002-4
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/~

These are technical and foreign language books 16.0 Temporary. Return to CIA Iibrary when
which were obtained on a loan basis from the no longer needed for reference purposes.
Library for reference purposes,

104 LIBRARY MATTRIAL

1 105
106
3 Temporary. Destroy when obsolete or no
longer needed for reference purposes,
ol
L1y
1 107
2 Temporary, Destroy after 1 year.
Cut off file at the end of each year;
retain for one year and destroy.

Annrol
™t

[Z AQ00400040080-2d
Oy
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]
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WORKING FILES 4

11k
Material maintained by the chief for L Tewporary. Screen periodically and transfer
immediate reference or because of personal permanent material to the Briefing File in
interest.

item 108, destroy remaining waterial when no
longer needed. )

115 | CONTROL LOG

Control maintained on reports received and .1

Tewporary. Destroy after one year.
’ sent by the Staff.
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